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L WEEDED LOTS Retain 7 years, then
- Files contain record of calls received and documents | destrov .

for each case according to the law as outlined in

the Anne Arundel County Code.

CCOMMUNITY FILES ** Retain 50 vears, then
Files are arranged by community/roadwavs within destroy.
Anne Arundel County. Contains correspondence
pertaining to-any and all activities occuring in each
community involving the Department (i.e. trees,
storm drains, sidewalks, .grass & weeds,
encroachments, etc.)

MAINTENANCE MANAGEMENT Retain 7 years then
- Records consist of planning, scheduling and destrov
recording road maintenance work. Crew Day Cards
are printed for each month, filled out daily and
used to prepare future work plans/costs.

SNOW & ICE CCNTROL OPERATICNS ** Retain 7 vyears, then
- Files consist of storm warnings and weekend destrov
forecasts, citizen calls for assistance, citizen calls
for notification of hazardous conditions and status
reports for each storm.

** Contains original information/material not
found in Road Operations Administration
files.
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D'PW/Road Orperations . 1334, & 1335
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Weeded Lots | | 1292101994

€ RECCRD SERIER DESCRIPTION | Briafly csscrine (e types of iformanarvdocmencstane found (8 e Sme. INCRI0 the CLpese or ANCtion of Me Sias)

Files contain record of calls received and documents relative to e

: . ach case accordin
to the law as outlined in the Anne Arundel County Code. : ¢

7. RECORD SERIAS FORMAT(D) & RECORD SERITS SEQUENCE 4. YOLUME .
I & Fte Crawemt)
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) X Logws Sae Q Canouw Tme 8 Nuhexs 1+ G Other Specty)
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12 CURRENT LOCATION(S) (Blkky. Moor. Room) 14, 13 RECORD TERIES DUPLICATED ELSTIWHERET (If yes. spacdy sgency & ofical
Each of the five Road 4 o ™ X No
Operations District Yards
15, ACCEES RESTRICTIONS (f yex. cte lews) & requimon(s) | 18 AUOT REQUIREMENTS =
asXves _[reedom of Info. Actwe aX Nooe a Stae Q Fecrs O noecencent
17. I AN INOEX SYSTEM USED? (f yew, axptan onafly and 1. RECOMMENOFD RETEXTION
narowaresaftware) -
st ey i Years
a Tw oX No
19. NAME AND TITLE OF PREPARER 0. TELEPMONE NUMEER 1. SATE ;
Diane M Geehan 222-7045 | May 2, 1994 |
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4 RECSRO SERIES TITLE
Community Files
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1970vw_1994

correspondence relative to an
the Department,

Files are arranged by communit
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Records consist of planning, scheduling and recording road maitnenance work. Crew
Day Cards are printed each month, filled out daily and are
work plans and associated costs.

used to prepare future
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ports are generated to help prepare
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Files consist of storm warnin
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s and weekend forecasts, citizen calls for assi .
citizen calls for notification of hazardous conditions. ' ) ssistance and

; are also retained for each storm.

Status reports for each storm

" 7. REGORD SEMES FORMAT() 8. RECORG SERIER SEQUENGE % VOLUME -
: &K Fe Orawerts)
oXaaw S2¢ o Miofim X Apnavetcal o Mcrofm Resl (3)
8 Gomouter Taoe (3)
o ogu 20 O Compuw Tme 3 Numexal 34 G Otrer (Soscdy)
S Boung Boxx 0 Fleogy Oisk S Chronoiopess Numoer
o Auwdo Tme 8 Videa Tape O Geogmohcy 10, ANNUAL ACCUNMULATION
O FBe Orwwer (3)
S Othar (Sowcy) G Other (Seecty) G Microfim Rem (3)
( O Compester Tapais)
8 Omer (Speciy)
Number
11, MLEIS USED (Seasonal) 12 MLE BECOMES INAGTIVE ASTER
aXDay 8 Weay Q Montny 1 a  Momns) X Yea(s)

Numosr

13, CURRENT LOCATION(S) (Blig, Floor, Room)

Each of thefive Road QOperations
District Yards

14, 13 RECORD SERIER CUPLICATED ELSEWHERE? (If yes. spectly sgency or ofice)

T Ym X No

18. ACCESS RESTRICTIONS (f yes, cte isw(s) & raguumtionis)

o Tw X No

16 AUDIT REQUIREMENTS -

X Nore o Sye 9 Fegend T Indecencent

17. 18 AN INDEX SYSTEM USED? (If yes, axoiem Orefly gag

18, RECCMMENDED RETENTION

descrte any hemowsnwsatware)
7 years
a Y oX Na
19. NMAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21 QATE
Diane McGeehan 222-7045 Mav 24, 1994

ey —
23 350t Movaneg VI

w




